12. 620

12.620 CRIMINAL PURSUIT FUND

Rev.

Ref er ence:

Standards Manual - 17.4.2, 43.1.3, 43.1.6

| nf or mat i on:

The district/section/unit comander is responsible
for the security, accountability, disbursenent, and
use of crimnal pursuit funds.

Di vision personnel will not use crimnal pursuit
funds for office supplies and other routine
expenditures. Division personnel nmay use crim nal
pursuit funds to:

Make the necessary expenditures to maintain
anonymty of officers involved in covert operations.

Facilitate crimnal investigations in other
jurisdictions.

Purchase i nformation, contraband, articles, or other
items which will aid in crimnal investigations.

District/section/unit conmanders will report to
| nspections Unit any special problens which prevent
strict conmpliance with this procedure.
Pr ocedur e:
A. Crimnal Pursuit Fund D sbursenent Ledger:
1. The district/section/unit comander wll
mai ntain a bound | edger to record al
transactions. Record entries in ink. Line
and title the colums as foll ows:
a. Transaction Nunber - Nunerical sequence
foll owed by the current year.
Exanpl e: 1-96, 2-96, 3-96, etc.
b. Date of disbursenent
c. Reasons for transaction
d. Disbursing officer's signature

e. Receiving officer's signature and badge
nunber
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f. dosing date

g. Returned/added to fund

h. Issued fromfund (expense)

i. Balance after each transaction or return

Do not erase, black out, or white out

i nproper entries. Strike a line through the
i nproper entry and insert the correct entry
above it.

The district/section/unit conmander or
designee w Il disburse all noney. Each

of ficer authorized to disburse funds wll
sign his nanme in the space provided in the
front of the |ledger. Wen this

aut horization is rescinded for any reason,
note it in the space provided.

a. The disbursing officer will not disburse
funds to hinself.

1) The disbursing officer is the person
who initially renmoves noney fromthe
fund for redistribution to other
enpl oyees.

2) An enpl oyee who receives noney from
t he di sbursing officer for
redistribution to other enployees is
not considered a di sbursing officer.

Assign a transaction nunber for each
di sbur senent.

a. The entry will include the date, a brief
reason for the transaction, the
signature of the disbursing officer, and
t he signature and badge nunber of the
receiving officer.

b. After each transaction, the disbursing
officer will record the current bal ance
in the proper colum.

Reenter noney returned using the originally
assi gned transacti on nunber.

The district/section/unit comander wll
revi ew each conpl eted | edger page and sign
the I ower right corner indicating approval
of all transactions.
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Crimnal Pursuit Fund Expense Report (Form 680):

1. Each officer receiving noney fromthe fund
will record all expenditures on a Crim nal
Pursuit Fund Expense Report (Form 680).

a. Use the conputer generated or preprinted
Form 680. Do not make any copi es of
this form

b. Do not erase, black out, or white out
i nproper entries. Strike a |line through
the i nproper entry and insert the
correct entry above it.

c. A Form 680 may contain entries from
several different investigations
i nvol ving noney fromthe sane
transacti on nunber.

d. \When possible, include the offense
nunber, nane(s), sex, race, and address
of those involved, property recovered,
wei ght and di sposition of drugs, charges
pl aced, etc.

e. \Wen using a confidential informant
(Ca), include the C nunber and indicate
a signed receipt obtained.

f. Nunber nmultiple Form 680s, dispersed to
different officers froma single
transaction, using the original
transacti on nunber plus the letter A B,

C, etc.

g. Index all Form 680s by transaction
nunber and maintain themin a three-ring
bi nder .

h. Oficers will return left over funds
froma transaction to the di sbursenent
officer along with the Form 680.

1) The disbursenment officer will enter the
anount of noney returned in the | edger
under the "Returned/ Added to Fund"
colum. The "Bal ance"” colum w ||
i ncrease by the anmount of noney
returned.

2) Do not close a transaction by
transferring left over noney to the next
transacti on.
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An officer should close a transaction within
30 days. List on a Form 17 any reasons for
not closing the transaction (investigation
in progress, etc.). File the Form17 with
the Form 680s in the three-ring binder.

Di vi si on personnel will not hold crimnal
pursuit funds for court.

The district/section/unit conmander w ||
determ ne the status of any disbursenent not
cl osed within 30 days.

eni shnent of Funds:

Submt a Form 17 to the Fiscal and Budget
Section summari zi ng individual |edger
entries and requesting a repl eni shnent of
f unds.

ting Crimnal Pursuit Funds:

The I nspections Unit and the Fiscal and
Budget Section will conduct inspections and
audits of these records four tinmes a year.
The four auditing periods are:

a. January 1 through March 31.

b. April 1 through June 30.

c. July 1 through Septenber 30.

d. October 1 through Decenber 31.

Units wll balance crimnal pursuit funds at
the end of each auditing period. Units wll
then start a new page or |edger for the next
audi ti ng peri od.

Do not record expenditures fromthe January
to March auditing period in the April to
June auditing period, etc., and vice versa.
D sbursenment officers may either

a. Collect unspent funds fromtransactions

at the end of each auditing period and
i ssue new funds, or
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b. Make interimreport entries in the
| edger to show what part of the funds
were spent in one auditing period and
what portion was carried over and spent
in the new auditing period.

When expendi tures from di sbursenents issued
to officers are not spent or returned by the
end of March, June, Septenber, and Decenber,
officers will record the remaining
expenditures fromthe di sbursement on a
separate Form 680.

The total expenses |isted on the Form 680s
shoul d be equal to the expenses listed in
the |l edger, mnus the officer's returns.
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Procedure 12. 620 | ndex

This procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 5
ARRESTS (Cont.):

Crimnal Pursuit Fund 12. 620
Page 25

CRI M NAL:

Funds, Crim nal Pursuit 12. 620

Crimnal Pursuit Fund Expense Report pg. 3

D sbursenment Ledger pg. 1

Duties of District/Section/Unit Commander pg. 1
Funds Held for Court pg. 4

Repl eni shnment of Funds pg. 4

Page 38
FI SCAL AND BUDGET SECTI ON

Crimnal Pursuit Funds 12. 620
Crimnal Pursuit Fund Expense Report pg. 3

D sbursement Ledger pg. 1

Duties of District/Section/Unit Commander pg. 1

Funds Held for Court pg. 4

Repl eni shnment of Funds pg. 4

Page 40

Funds, Crim nal Pursuit 12. 620
Crimnal Pursuit Fund Expense Report pg. 3

D sbursenment Ledger pg. 1

Duties of District/Section/Unit Commander pg. 1

Funds Held for Court pg. 4

Repl eni shnment of Funds pg. 4
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Page 94
TRAVEL (Cont.):

Crimnal Pursuit Funds 12. 620
Crimnal Pursuit Fund Expense Report pg. 3

D sbursenment Ledger pg. 1

Duties of District/Section/Unit Commander pg. 1

Funds Held for Court pg. 4

Repl eni shnment of Funds pg. 4
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